OAKS CI

Capital Improvements (Management System)

SFC-130888 Consultant Process:

- Accepting a Work Assignment

- Creating an Application for Payment
Uploading to Document Manager
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From: Unifier - Shauna Hooks,soo <unifier @oaksd. training. ohio.gov =
To: Hooks, Shauna
Cc
Subject: Work Assignments WA-DD01 is sent to you for Consultant Acceptance,

This is a system-generated e-mail message. Do not reply to sender.

Work Assignments WA-0001 is sent to you for ConsultanfAcceptance:

o You will receive an Email
Tack Dus Date. T Notification from OAKS CI
e reamenswason | indicating that you have a
Title: Hawking Consultants WA1 . .

g pending Work Assignment

Additional Information:

Click here to log into Unifier and take a workflow action.

For technical assistance contact support(@skire com or call 1-866-G0 SKIRE (467-3473).

T-_—"————m—



https://oaksci.ohio.gov

your assigned user name

your assigned password

\



Cross Project Home Page

Cross
project tabs

-

Announcements

\

Projects with Active Tasks




Accepting a Work Assignment

.



— Type the name of the
project into the Search bar

— Double Click on the Project




You are how on
your project
home page

Click
Collaboration
Click Task’s
Double click
on your
pending Work
Assignment




Click Accept
Task to open
record

.



Click
General Tab
to open
upper form

.



Review upper
form

Click Standard
tab to review
lower form

R



Once review is
complete

Click the arrow
down next to
Workflow
Actions

Choose :

Sign Work Assignment

or
Return for Clarification

Click Send




Request for Payment

.



Supporting Documentation

e If you have supporting
documentation that must be
attached to the pay application
it must be uploaded into
document manager first, please
see slides (14-18)




f'f https:/ foaksci.training.ochio.go¥/ - User Preferences - |I:I|i|

General Security Options Proxy

Time Lone: |G[.1T -05:00, Eastern Standard Time (Mew York) LI
Date Format: | MIDDAYYY HHMM AW |
Viewer Option: | Native ~|
File Transfer Opticn =g ntermediate LI

Email Subscript [ send notifications in single daily digest

Business Processes
¥ Personal tasks
¥ Decline tasks
¥ overdue perscnal tasks
¥ Messages

I»

¥ Discussion group comments

[ Record workflow complete
Document Manager - Project

¥ Document upload

¥ Transfer ownership

¥ ave

¥ Delete

V¥ Document revise

¥ Faolder rename
Document Manager - Company
I maciment nload

Apply | Ok | Cancel |

T-_—

Before Uploading
—Click on

Preferences (upper right
of screen)

- Click Options
-Change File
Transfer Option to
Intermediate



Building/Project Home Page







_ﬁhttps:,a",.I"ﬂaksci.test.uhiu.gov,.'"?ids=4I]B4&uploadType=dms-Intermediate Fil J_m } C I i C k g d d

Upload Files and Folders
Drag and drop files and folders from the lacal computer to the Upload List area, of click Add buttan to browse.

» Choose
document or
folder to
upload

Add || |Remae Advanced Opfians ¥ ) C I i C k O p e n

Cancel




_ﬂhttps:,.l",.I"uaksci.test.uhiu.gnv,.l"?ids=4I]98&upluadType=dms - Intermediate File

Unload Files and Folders

Upload Status
Oratt and drog fles and falders fom the local ¢
Upload List
File/Folder Upload Carnplete.
Aruhes Avch Tech! doc
Detailed Log
Messages

Upload start tirne Mon Apr1311:32:36 EDT 2009

budsd.pdf uploaded

Catherine Motes.doc uploaded

Total files uploaded {ncluding reference files): 2
Upload end time Man Apr 13 11:32:54 EDT 2009

Add Remoye

Save to log file..

Close

JaF|
[

Unload || Cancel

» Document or
folder is
populated into
Upload list

» Click Upload

» Box will pop up
indicating the
upload is
Complete



Payment Request

Log into your project
(see page 6)

C Click Logs

Professional Services
Pay Request

Click New




Payment Request

‘= Create New Professional Services Pay Request - Project Mo, SFC-130888 - Windows Internet Explorer E =] @
File Edit View Actions Help Workflow Actions -Select- =

i=lsend [ Save I Spelling. [ Add Attachment ~ 'Q} [Elsov [E] Close Window

& Professional Services Pay Request
vl General

[+ ™

General
Owrganization: Record Number:
Project Number: |cpc_qagsss Creator: Shauna Hooks
Project Name: |OFCC Specialty Consultant List Creation Date:
Project Location: |oFoc Status:
Title: x Internal Ref. Mumber:
Contract Reference: Select . |*  Professicnal Services Provider:
Agreement Type: EDGE Certified Sub?: ||
Other Desaiption: Received Date:
Pericd From: 3 x Pericd To: E*

Professicnal Services Provider Address

st e == Complete all available

Address Linil:—: FiEIdS

L

2% Action Details

|

B Pay Request Details

Attachments [0} General Comments Linked Mail {0}

Linked Records [0}




Payment Request

‘= Create New Professional Services Pay Request - Project Mo, SFC-130888 - Windows Internet Explorer E =] @
File Edit View Actions Help Workflow Actions -Select- =
{=] S5end Save .~ Spelling.. [ Add Attachment ~ 'Q} SOV Close Window

Professional Services Pay Request

ufl General ]
R ooy 0000 s oo acseees N E
Contract Reference: |Consultant Meme-Project i Select... |*  Frofessional Services Provider: | Amazing Architectural Inc.
Agreement Type: |Study EDGE Certified Sub?: |ng
Other Desaription: Received Date: —
Pericd Fram: |07/01/2013 05:00 PM Local (GM) 77 * Pericd To:|07/21/2012 05:00 PM Local (GM|[75]*

Professicnal Services Provider Address

Wendor: [Amazing Architectural Inc Select.. |*

A::I::IrE»sE-LTI'I1l:-:E.1E.1 Main St Complete available f|EIdS
=g Click the Pay Request
I iColumbus < Details Tab

State: ohio

ZIP: [39215

Payment Requested

Final Payment?: pg - ® Amount (3] 2,500.00*
Invoices for ursable Exp. Attached?: no - Line Item Total (3): 0.00
Difference (8} 2 500.00

Motes: :l

29 Action Detai

|

B Pay Request Details

Attachments [0} Linked Records [0} General Comments Linked Mail {0}




Payment Request

= Line Item - Windows Internet Explorer

i-;,—"' Create Mew Professional Services Pay Requ

W Spelling...  |j Attach = < Delete Line ltem
File Edit View Actions Help Professional Services Pay Request Line ltem: i~
= - - \ W] | | &)
1= Send Save .~ Spelling.. | Add Af General
WBS Code:

u
vl General
Code Mame:

2% Action Details B
Short Desaiption: View All O

[l Pay Request Details Professicnal Services EDGE Certified?: [y,

Amount (3): *

Subcontractor'Supplier: Szlect. ..

EDGE Certified Sub™

MNotes: I:‘

Cument View: All

0 ltemn{s)

Ne.  ~|WBS Code Code Mame

Click Add

Attachments [0} Linked Records [0}

Ok Cancel

Ef Add |

Cc:-p;-.r4| Elmp{:rt |'ﬁ'F{q|

Attachments [0} Linked Records [0} General Comments Linked Mail {0}




ent Request

|'f ;

@ Select A Find [gH] Close Window

Description WEBS Code Breaskdown
1 i AE-AS-SU =]

« Highlight the Line for payment
e Click Select
« DO NOT USE THE SOV LINE




Payment Request

= LineItem - W

indows Internet Explorer | — | [=] @

¥ Spelling...

Professional

] Attach = ¥ Delete Line ltem

Services Pay Request Line ltemn:

General

Professional Services EDGE Certified?: (g

WBS Code: | AE-AS-SU |
Code Name: | AE Site Surveying Services

Short Desoription: ‘K
<«

Amount (3): %

Subcontractor’Supplier: Select. ..

EDGE Certified Sub™:

Notes:

« Type in a Short Description

« Type in the dollar amount
requested

e Click Ok

Attachments {0}

/ Linked Records [0}
%

Ok | Cancel |

_—
_—




Payment Request

\

e Click Arrow down next to
Add Attachment to attach
any supporting

documentation, this will
take you back to document
manager




Payment Request

e Choose Workflow Action-

Submit




Payment Request

e In the Action Details Tab,

Click To and choose the
appropriate PM




Payment Request

\
e Click Send

\



Questions?

G-

Call OAKS Cl @
614.644.2211 OR Email
oaksci@ofcc.ohio.gov

..
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